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How to set up your profile in
Concur

Before using Concur, you should review and update your profile

information.

1 - To update your profile,

log into Concur and click the blue [ e

circle with your initials in the top-

right corner of the page.

2 - Then click Profile Settings.

:,\"_; Act as Another User ~

[§] Profile Settings

dj Sign Qut

P Concur [C:]  Profile ~

le ‘Change Password System Settings

Personal Information

Company Information

Contact Information

Email Addresses

Concur Mobile Registration

Your Information Profile 0Pti°“5

Select one of the following to customize you

Personal Information

Request Settings
Request Information
Request Delegates
Request Preferences

Request Approvers
Eaussien 8 :

Personal Information

Expense Delegates

Delegates are employees whao are allowed i

behalf of other employees.

Expense Preferences

Select the options that define when you recd

3 - Click the tab
Personal Information
or the blue text
Personal Information.

You'll see a page with different sections. This is your profile information.
Some sections are already filled in with information you need to confirm

is correct. Some sections need to be filled in.



4 - Under the section Personal Information, confirm that your name
matches the name on the photo identification that you'll show at the
airport. To update this information, please contact the Division of Human
Resource Management.

My Profile - Personal Information

Jump To:  Personal Information w Choose

Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company’s travel administrator.

Fields marked[Required] and [Required**] (validated and required) must be completed to save your profile.

Title First Name Middle Name Preferred Name Last Name Sutfix

Company Information

Employee 1D

5
5 - Confirm that your work and
home addresses are correct.
This information is used when —— -
=

you calculate mileage in a
Home Address

reimbursement request or
p-card reconciliation.

Steet

Ciy SrareiProsince
Pases] Code CountryRegion

United States of America £



6 - Under the section Contact Information, enter your work phone number in
the Work Phone field. Enter your home or mobile phone number in the Home
Phone field.

7 - Click the blue button Save.

Contact Information

Werk Phone[Required™] IJ‘u'c:-rk Extension Work Fax

Home Phonz[Required™]

Fager Other Phone

Mobile Phone Country/Region Mobile Phone

Your phone numbers are used only if the travel management
company needs to contact you about your booking or travel details.

Email Addresses

Flease add at least one email address.

8 - Under the SeCtiOn Email How do | add an email address?
Addresses, confirm that your How do | verify my email address?
state-issued email address is Why should | verify my email address?
listed under Email Address. Travel Arrangers / Delegates
Email Address
Email 1 ke yi@utah.gov

You can click the small blue text Add an email address | ©#ddan emai address
if you'd like to add up to 2 more email addresses. Concur notifications will
be sent to all the emails listed in this section.




9 - Click the small blue text Verify in the email line.

If you added more email address, you need to click Verify next to each
email address.

Verify Contact?

Mot Verified M— Werify Yes

Verification Email Sent

10 - A pop-up screen will
from the email and paste it into the "Enter Code” box below. appear. Read it, and CliCk the
blue button OK.

A An email has been zent to this email sddress. Copy the Verification Code

11 - Go to your email inbox to get the verification code.

If you added multiple email addresses, each verification code goes only to
the email address associated with verify button you clicked. So make sure
you're checking the right email inbox.

Emnail Verification from Concur Solutions (e inko: « & B
Concur Email Verification <donotreply@concurncoms 2EPM(Iminutesaga)  ff &
SAP Concur |
Welcome Ke

to Concur Email Verification!
You have requested that an emad addness in your Concur pl‘Of d2 be verified, The next step is ta log in to
Concur and navigate to your Profile - Email Addresses section. Copy the verification code ksted below

e e

Verification Code: RHLK!
ample

emaill & company. com ©) Check E-Mail for Coce Eesend | Cangel

¥ou are now ready o start sending emals to Cangur

Bf successful, then you are ready to start forwarding E-Mails to Concur,



12 - Copy the verification code from the email and paste it into the Enter
Code box.

13 - Click the blue button OK.

Email Address Verify Cc

Email 1 ke e Check email for code Resend | Cancel Ye

Enter Code
i |

Email Verification Status

14 - A pop-up screen will
appea r’ Saylng your emall A izjri?ya:;sgr::; l?e?:erj?aug:;iz by emailing receiptsi@concur.com
address has been verified.

Click the blue button OK.

An email address can only be associated with 1 Concur profile, so
delegates shouldn't enter their own state email addresses in another
user’s profile.

Emergency Contact
Hame Relationship 1 5 - If your agency

v requires it, fill out the
e information under the

section Emergency
Contact, and click the
Country/Regaon Phane Alternate Fhone blue button Save.

W

City SurelFrovirce Postal Code




16 - Under the section Travel Preferences, you can fill out as much as you'd

like. This section is optional.

Travel Preferences
Eligible for the following discount travel rates/fare classes
Daascaa [Cleovemment [iititary [ Seniorasre

Air Travel Preferences @ .

Seat Seat Section Special Meals Ticket Delivery
Don't Care v Don't Care w | Regular Meal W v
Preferred Depanure Alrpon @ Oher Air Travel Preferences Medical Alams

Hotel Preferences .

Room Type Smoking Preference klessage to Hotel Vendor @

Don't Care » | Non-smoking v [_Foam pillews [JRollaway bed  [Jcrib

| prefer hotel that has:

Oagym Dapeat Cagy t [CIroom senvice [CJEarly Check-in
Mecezsibility Needs
('_,5._ [Cheheelchair access | ind accessible
Car Rental Preferences ’
Car Type Smoking erence  Car Transmission

ﬂ.n}- Car Class v Don'tCare W DontCare v Dln-car GP3 system jS'l:i fack

Messape 1o Car Rental Vendor @

Frequent-Traveler Programs .
Your Frequent Traveler, Driver, and Hotel Guest Programs

Go to top

(®) Add a Program

No programs defined

a - Check the box that applies if you're eligible for a discount travel rate or

fare class.

b - Complete your airfare preferences.

¢ - Complete your hotel preferences.

d - Check the box if you need wheelchair access or blind accessibility.

e - Complete your rental car preferences.

f - Click the small blue text Add a Program,

(¥ Add a Program

if you have

a frequent traveler program you want to add



16f - If you clicked Add a program, a pop-up screen will appear.

Go to top

rences
following discount travel ratesifare classes

Govem n Add Travel Frograms - Google Chrome

rences & concursolutions.com/profile/Travel ProgramEditor. asp?useriD=gWvDPv08sTICc9FrasgisylEMhT sk
Sest Seq
Add Travel Programs
Don't

ire Alrpor
Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include the camier code.
If you enter a program incorrecily, you will get a profile error from the reservation system.
Fer example, if your card is primed "AA12345" or "John Doe/12345", your program number is "12345",

\
s The p you to enter up to 5 travel program: . First, select the type of program (carri ar rental, or hotel). Then, select the
el Mo pany from the adjacent list. Finally, program number (frequent traveler nur

ik,

Non-sn) “i“i - BirfRail Carrier Frequent Traveler ! Driver! Guest NumberfSearch this vendor
® O O Select o carrier v
rat has: H = e
st [Ca
+i ﬁ i Ih AiriRuail Carrier Frequent Traveler / Driver! Guest NumberfSearch this vendor
i 2 ® O C Select a carrier ¥ | A
f aCCEsS
i “i‘i - ArfRail Carrier Frequent Traveler ! Driveri Guest NumberjSearch this vendor
3 ® O C Select a carrier v
erences
+i = = AirfRail Carrier Frequent Traveler / Driver/ Guest NumberdSearch this vendor
4 w®m O O Select a carrier w
R
terital Ve ‘+i i-i' Ii AlriRall Carrier Frequent Traveler ! Driver! Guest Number]Search this vendor
5 ® O Select a carrier v
r e O G
t Trawve|

i — Select the circle that applies to the program you want to enter: Air/Rail,
Car Rental, or Hotel.

ii — Select the vendor that the rewards program applies to.

iii — Enter your associated number.

Leave the Search this Vendor boxes checked for best results.

When you're done adding programs, click the blue button Save.




You should now be back to the profile information page where you
can continue filling out your profile information. The next section is
labeled Unused Tickets. This section populates if you cancel a trip
after you already bought a ticket and the ticket is never used.

17 - The next section is TSA Secure Flight. This section is also optional.
Fill out this section if you have a Transportation Security Authority (TSA)
DHS Redress Number or TSA PreCheck number.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information
you may be subject to additional screening or denied transport or authorization. TSA may share information you provide
intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice ar
see the TSA's web site at WWW.ITSA.GOV

Gender [Required] Date of Birih (mmiddiyyyy)[Required] DHS Redress No.@ TSA Pl’Ev{ Known Traveler Numbeng@
(O)Male () Female

18 - Under the section International Travel: Passports and Visas, leave
the box | do not have a passport checked, if you don't have a passport.

If you do have a passport or visa, click the small blue text Add a Passport
or Add a Visa.

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this infarmation in your reservation can make
international travel a little easier.

Passnnorts (*) Add a Passport

| do not have 8 passpon

International Visas (@) Add a Visa




19 - If you clicked Add a Passport or Add a Visa, a box will appear. Fill in
your information, and click the blue button Save.

International Travel: Passports and Visas Go to top

Adding your passport information to your profite will allow us to include it in your reservations. Having this information in your reservation can make
international travel a little easier.

Passports

| 3o fot have & padiparnt

Add a Passport
Patuport Natiorslity Pagapart Nurmiber Pasapan Dane |Ssued (mevodhyyyy)
S -
Passport Expiration (mmiddbysny Passpor Place |sswed (City, S1ate) Passport Place lisued (Courtrp@egion)
International Visas L
Add a Visa
Wisa Nationality Viza Type Wiza Number Visa Expiration
Wisa Nationalzy Visa Type Wisa Number Vish Expiration [mmdodtyiy) x
v v

20 - The next section is Credit Cards. This section is optional. Click the
small blue text Add a Credit Card if you'd like to add a credit card.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

(%) Add a Credit Card

You currently have no credit cards saved.

21 - If you click Add a Credit Card, a pop-up screen will appear. Fill
in all the information and click the blue button Save.



Concur Mobile Registration

intamational tra B idd
Add &

Passports

o nat e &

Add a Passf Add a Credit Card * Required

Pusspon Nasonaliny | Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name” field to label the
cand 30 you can agily iﬂl?m-fy and select it when using features that requine a credit card transaction.

| Cono

Passpom Exparation
. o S Display Name (&g My Conrporate Card) ® Your Neme &4 i ADPeArt on this card ¥

I G

A Card Typa ¥ Credit Card Murmbar ® Expiration Date ® :
Internation ! _ R Add a Visa
w 11 w 2023 w
Use this card as the default card for:
Plane Tickets D Pl Tickees |: Car Rentals |:| Hotsl Ressrvations
Credit Cards Go to to

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be
You currently hav] |your home address. Ifit's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered.
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurale,

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bocokings) to decline
your credit card. Please abbreviate long addresses if possible.

Credit Car

Sweet *
Tip: If you complete your persanal profile,
WLl M) i This BOGEESS INdonmatsn Tod Yo
each time you ad & new card
&
Cuy * Stace * ZipiPostal Coce *

Mo Selected w
aGo to top
CouraryRegion *

Ustined Saated of Armenica -

22 - After you click Save, you should see your credit card listed in the
window under the section Credit Cards. Click the blue button Save.

Credit Cards

You currently have the following credit cards saved with your profile.

You currently have no credit cards saved.




